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1.Intfroduction

The Personal Finance Portal can potentially provide you with a window to all aspects of your financial
planning, 24 hours per day, 7 days a week. We take the security of your personal data extremely seriously and
hence the Portal also supports the standard way in which we communicate with clients. This is especially
relevant to the provision of financial planning reports, which can contain a large amount of personal and
financial information. Imagine how you would feel if this were to fall into the wrong hands! The portal enables
both parties to upload and share information in a far more secure way than via fraditional email or post.

You also have the option of uploading additional documents to the portal (e.g., wills, powers of attorney, trust
documents etc) giving you the ability to keep all your key financial information in a single place. This means
that in the unfortunate event of you losing capacity or upon death, you can make life easier (and potentially
less costly) for your loved ones, at what would already be an exceedingly difficult fime.

2.Initial Set Up

You will receive an email from your adviser providing a link o set up your account. It will look similar to this:

GRACECHURCH
[ S WEALTH MANAGEMENT]

Dear Divia,
We would Bhe 10 invile you 10 register 1o use Gracechuech s Porsonal Financal Portal (PFP)
What is PFP?

PFP 15 an onine resource which will alow you to

o Ravew a0d Wpaate your ey Owta ~ PFP alows you 10 review and update your “profie’ - TS 18 key
moumumns Saary and asset informaton

o Valw your plans - you wil be atie 10 see the valuation %or plans we hold for you some of which will
Sutomaboally update on & weekly of even daly bases  If you see 3 plan vadue which 13 oul of Gate
you Wil M50 De bie 10 manualy add & vilue yoursell  You Can aiso see fund tactshests for cenan

funds

. Jend messages secwely - wilh emad and post InCreasngly vunetatie 0 miercepbon. your chent
POMtal SCCOUNT PEOVIGRS yOU Wt 3 SACUIS MASSAPING SENICE, 50 YOU Can Quickly ot In Souch with us
and have the peace of mind of inowng hat any micemation you share i fully encrypted and prvate

o Cut down on papenvork weh e document vaul ~ I 30dbon 10 Messagng. you Can aiso share
COCUMEnts wilh U3 Securely W Can 250 Share Gocuments wWilh you, CUTING 0OWR 0 Th GoCUments
uuum

o Sgn o aly -« dependng on the Wansaction and of e
Cmmﬁm you Can also Sgn documents elechonically, often speeding wp he
FANSACION ime  On P 0CCASION WHere wol SONMNIES Ao 1eguired JOCUMANts Can e POsIed 10
YOu Of 540t sectionically, 50 Ty Can be pAnied off and sgned

The 5y5%em 5 esipned 10 Be a5 user-Iendy as Posstie DUt here 15 & handy UIRT OWIDE SHOU yOu Det Shuck
on any of the above

What happens neat
. VISE O regEiEton page
e € a0dress. T 1ame a3 we hold for you

o You wil then recene a0 amal hom us wilh an actvaton ink
o Folow hat ok and verly your detass

Once sef up. we shongly recommend that you enable 2. fackr authonsation (2FA) on your account, 1o make
U0 £ 6 35 SECUe 35 PORIRIE — we sl NEver aGk yOU 1Of yOUr PASSIWOND Of 2F A nformaton If we send you
any documents via PFP . we will emad you of I90per an automatic notifcation 1o let you know that a document
has Dean GpRoAced, you Can Tan Navigate 10 T 588 1 (eview e document It Quastion Ahead of your
tnancial review. we will ask you 10 review your Profie (key data) but will 99 50 by asking you 10 Sign nto he
DAL ANT NOT 10 360 Pes PIOMAtON W3 emad

AS Tl will De youl fesl-me IOpn N we woukd SUOQeST (eviewtng e INSMABon held and wpdate B Profie
(key data fact Snd) 1o he best of your abilty, 10 Updale OW rECONTS

It you have any questions adout the portal please 02 not hestate 1o get n Buch

Yours sinceredly

For and behatt of Wealth we

Click on the link highlighted to visit the registration page.
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You will then see the following page. (Note, if the page does not load correctly it can appear to be
fraudulent, however if the email has come from us when expected, it is genuine and safe to follow)

GRACECHURCH
S LTI
Register

account_circle Login
Need help? Check out our User Guide for help with Registration

GRACECHURCH
— UL

Registration

info You are only able to register with the email address that you have provided to your Adviser. After registration this will be the email address you log in with.
Step 1

Enter vour email address that you have given to your adviser in the box below.

Step 2

Click the "Start Registration” button and we'll send an activation link to your email address.
Step 3

Click the link in the email and follow the on-screen instructions.

Step 4

Congratulations! You are ready to log in to your Personal Finance Portal.

Email| |

™

1eCAPTCHA

I'm not a robot

Privacy = Terms

Assuming your registration has been successful you will receive confirmation as follows:

Registration
Successful

Dear David,

Thanks for registering for Personal Finance Portal. To complete your activation
click on the button below.

As a security measure the activation link provided expires after 46 hours.

Given the link expires after 46 hours, we recommend you proceed immediately to activation of your
account.
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3. Account Activation

Here you will be asked to supply two pieces of personal information that we already hold in our database.
As aresult, the questions asked could be different to the example below:

Identity Verification

Confirm Existing Security Information

Please verify your identity by confirming the following details which you have
previously provided to your Financial Adviser.

Date Of Birth (DD/MM/YYYY)

—_
waw
see
wes

National Insurance Number

Password

Create a password that you will use to access this service. Passwords must
be a minimum of 8 characters and contain at least one capital letter and

Qne Dupoey; "

4. Personal Finance Portal URL for Future Access

Once you have set up access to the portal, we recommend you add our website URL
https://gracechurchwm.com to ‘your favourites’. You will see a ‘Client Portal’ button at the top right of the
home page, which facilitates access to the Portal.

Alternatively, you can gain direct access by pasting the following URL into your web browser
https://gracechurchwealthmanagement.gb.pfp.net/

5. Setting up Two Factor Authentication (2FA)

Whilst you can proceed without 2FA, we strongly recommend you activate this feature to protect your
personal data. This is setup via your mobile phone using either the Microsoft Authentficator or Google
Authenticator. (If you don't already have one of these, they are available to download through your App
store).

Formal instructions by Microsoft can be found here: Microsoft Instructions
Formal instructions by Google can be found here: Google Instructions

If this is the first time you are using the app, you will be taken through a setup process.

However, if you already use one of the apps, there is a screenshot below detailing an example of what you
will see if you use the Microsoft Authenticator. Here, you simply hit the “+" sign in the top right-hand corner of
the application, select personal and then “Scan QR Code”. The app will then recognise the code on screen
and set everything else up:
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https://gracechurchwm.com/
https://gracechurchwealthmanagement.gb.pfp.net/
https://support.microsoft.com/en-gb/account-billing/set-up-an-authenticator-app-as-a-two-step-verification-method-2db39828-15e1-4614-b825-6e2b524e7c95
https://support.google.com/accounts/answer/185839?hl=en&co=GENIE.Platform%3DDesktop
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NOTE: It is important that you copy the recovery codes provided and keep them somewhere safe as this will
help you regain access to the app were you ever to lose it.

What if | want to change the device | use?

Simply contact us and request we remove 2FA from your account. Once we have done so, you can then set
2FA back up again using your new device.
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6. Data Protection Declarations

Prior to continuing you must agree to the following three declarations by clicking on each box.

| am aware of my/our rights under the dats protection act and have given my
express consent to be contacted in relation to my/our financl requiroments

L']lwmmmmm

| have given consent far you to hold my/our personal data &t contamed within
thes fadt Snd and 10 share & with other companies for the eapvess purpose of the

arranging and administration of financial products

:Jummmmn-ntm

Lo dware that | have the right of access to information that the adviser holds on
me/us. | am sware that the atviser resetves the rght 10 charge an adminstration

fee for the  provision of this mformation

[T] 1 agroe with the stateenent above (Required)
G
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7. Landing Page on First and Subsequent Log In

The amount of information you will be able to see at outset depends upon whether you are an existing client
or prospective/new client. An example screenshot can be found below:

é - \ Adviser: David Hine (Gracechurch) Welcome back, David
GRACECHURCH Teleot
“ 01908 209220 0 contact QO Logout

#A Dashboard

Spending

7 September 2022

Welcome back, David

4
ﬁ Your dashboard! X

Personalise your dashboard by dragging and dropping the widgets into your preferred order

o -
Your profile status
+ Incomplete

Store and share
documents securely

Send & receive secure messages
with your Adviser

B e m

® Assets £30,000 S Get insights generated from your
@ Liabilities £0 Adviser
@ Last Updated Today Watch this space!

8. Completing or Updating Your Personal Profile

The Portal represents an important tool for us to obtain up to date personal and financial information from
you in a secure manner. This then ensures the advice we provide is wholly appropriate to your needs and
objectives. The fime when we may ask you to update your Personal Profile differ slightly as follows:

a. Existing clients — prior to each annual review of your financial affairs (assuming your service level
includes periodic reviews)
b. Prospective and new clients — af outset and subsequently prior fo any periodic reviews agreed.

To update your Personal Profile, click on that section in the dashboard (home) and you will be greeted by the
following:
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e Your Profile

Your Profile is where you let us know the information we need to help you make the most out of your finances.
The more up-to-date information we have, the better we can advise you. The information you give is all stored
securely and is only used for the purpose of advice. The benefits of completing Your Profile online include:

You can do it in a place and at Your Profile will provide You'll build up a picture of
a time that is convenient to feedback on the information your net worth and your
you. you supply, such as the monthly affordability.

estimated value of your home.

Show this message again?

This will lead you through all your basic information and allow you to add or update income, expenditure
and assets.

9. Adding Personal Information

Where were you born? - While this box can be typed in, you must select the country via the dropdown on
the right-hand side and then type the town/city.

= = - == —— = e
.

Where were you born?

O

@ Next

Nationality — While this box can be typed in, you must select your nationality via the dropdown on the right-
hand side.
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Your profile photo - Near the end of the basic info section — you will find you are given the option to upload
a profile picture - this is not essential so you can skip this, should you prefer.
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10. Adding Family Information

This section allows you to add information about your family, whether dependent or not.

an Add your family members here and then select 'Family Complete' when done

You
Unknown /

Family complete? Yes No +3 Add Family Member
Have you added all your family members?

Which describes your relationship?
Spouse Partner Civil Partner
Child Daughter Son Parent Step Parent
Grandparent Grandchild Step Child Other
. PG Next -

What is your spouse’s name?

You are married to A {(« e @8 Next >

A name must be provided for the family member.
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<

What is A's date of birth?

DD Month YYYY

Is A financially dependant on you?

Yes, long term Yes, until age No

You are married to A & . Next -

4

The ‘date of birth’ and ‘financially dependent’ answers are not required to proceed but should be provided
wherever possible.

B |

Does A live with you?

You are married to A 9\ & ° Next -

& Review and Submit

Relation Financially dependent

Spouse v Yes, long term Yes. until age

Name
Living with you
Date of birth

DD

& Back to questions
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- Add your family members here and then select 'Family Complete’ when done

Family complete?

Have you added all your %a

> Next: Employment

At the end of each section the system asks you if it is complete. To get a green tick on each section this
must be answered “Yes”.

11. Adding Employment Information

You now need to move to completing (or reviewing) the employment information section.

. Current employment

° Please add a current employment!

¢ Add a current employment record
¥

Add Current Employment

@ Previous employment history

No additional employment history is required

¢ Add a previous employment record

e —
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I
eg. enter 50,000 or 50k per ye
‘ _ s .

eg. enter 50,000 or 50k er yea
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On the summary screen at the end, you can alter each of these values and see an estimated net monthly
income figure. This will allow you to sense check the information provided.

12. Adding Contact Details

When adding additional entries to this section the green "+ sign must be hit every time a new line of
information is added. Otherwise, the entry will not save.

Telephone v [’.Jl‘&“-* 209220 j D Preferred Contact [ ] ‘ [+]

13. Adding Assets & Liabilities

Important note: Once you have fully completed this section you must tick Yes before moving on.

Assets & Liabilities complete
Have you added all your assets and habilmes?

To add assets or liabilities, use the manual option at the bottom of the list.
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Category:

Add Manual Account or Policy b e

Category:

Provider Search:

Vahnﬁ

Type:

value (£): Typ=:

Account or Policy Number:

Start Date

14. Adding Income / Expenditure

You will likely have already completed some of the income information as part of completing/updating your
personal profile. However, this section allows you to add additional information around other forms of income.
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° Exit Section G Your Finances {0 Income & Expenditure

Your Income Your Expenditure
+ £2.6KPM £0PM

. Employment Incom«  + £2.6KPM

° Tap a category to add your different forms of income + £2.6KPer Month

Expenditure — In our experience, some clients find it enlightening to undertake a detailed analysis of their
expenditure which can then inform future financial planning decisions and behaviours. As such we would
always recommend you provide as much detail as you are able.

However, if you prefer not to do this, the minimum information required is a note of your total essential

spending and total discretionary spending. These can be recorded in the “other sections within “Bills” and
“Living Costs” sections as highlighted below.
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£ 0Per Manth

Lapenditure complete”

Other (Basic Essential)

¥ School Fee/Childeare

.

@ Your Living Costs

R Car/Travelling Expenses ° 7
& Clothing ° /
¥1 rood & Personal Care 0 9
9 Fur \ppliances/Repairs 0 /
Housekeeping 0 /
™ Other (Basic Quality Of Living) ° '

Once dll information is input you must tick ‘Yes’ next to “Expenditure complete?”
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15. Customisation of the Dashboard

You can customise your portal by moving the widgets around. This can be done by simply dragging and
dropping the widgets into place.

—
i " 3 @ 20220909 Artitude to Risk Questionnaire Extended
o H Your profile status

@) 20220824 AttitudetoRiskQuestionnaireExtended v Comp|ete

-
@ 20220907 Attitude to Risk Questionnaire for

i
® Assets £30,000 Get insights generated from your All Caugnt Up
@ Liabilities £0 Advicer
@ a5t Updated 07 September 2022 Watch this space!
» > e >

16. Changing Your Password

In the top right-hand corner select “Menu” and then Settings.

Profile

() Logout

Dashboard

Messages

Insights

Linked Accounts

Settings

Select Security settings.
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Security Settings

Manage your settings.

Control your password and aCCOUNT ACCRSS SETTNGS

Security Settings

Manage your password and aCCOUNt 3CCESS Settings.

Manage Sign-in Security

Manage two-factor authentication

Enter current password and the new changed password.

My Account

Go Back

Change Password

Passwords must be a minimum of 8 characters and contain at least
one capital letter and one number.

Current Password
New Password

Confirm New Password

Save

From the security settings menu, you can also activate or remove Two Factor Authentication, if you wish.

17. Uploading Documents to The Portal and Sharing with Your Advisor

To upload a document, you start from the Dashboard (home) page. Click on the ‘Go to Documents’ button.
Click the ‘Upload Document button and in the ‘Upload Document’ pop up that appears, apply a fitle and
either browse to find the document, or simply drag & drop your document into the browser. Finally, click the
‘Upload’ button and the file will be uploaded to the ‘Your Documents’ section.
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Upload Document X

Title

No file selected...

Share this document with your Adviser?

Upload

18. Messaging Your Advisor

You can send secure messages via the portal directly to your adviser. To do this, your Dashboard (home)
page, select ‘Compose’ in the Messages section.

The following page will then open for you to complete in a similar way to a standard email.

Compose Message

To David Hine (Gracechurch)

PP —

Subject

Message

x
&

You will note, you can add an attachment should you so wish.

Last updated: 27 October 2022



19. Where to Find Additional Guidance Relating to All Portal Features

Look to the foot of login page and you will find a detailed user guide as highlighted below.

User Guide Terms of Use Cookies Policy

However, if you are still having difficulties, please do not hesitate to call the office on 01908 209220 and we
shall be happy to assist.
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